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Ce0=N-F~I~D-E~N-T-I-A~L 25X1A

I;mmumouf. LOGISTICS
25X1A Reviged 21 January 1964

SUBJECT: Space Acquisition and Building Meintenance
25X1A
~ REFERENCE:
RESQISSLONT] et L8 SePtember-19d3
1. GENERAL
25X1A This instruction implemen and sets forth responsibilities and
procedures pertaining to the acqulsition of space, bullding alterations
and repairs, and related services by Office of loglstics components in
the Metropolitan Washington area.
" 2. RESPONSIBILITIES ]
: . ExecouTve OFFICey
A a. The—Chief,Administrative Steff, is responsible for the ascquisition of
space, alterations, major repairs, and other services described in
25X1A [ "]for the Office of Loglstics.

b. Chiefs of staffs and divisions shall be responsible within thelr
jurisdiction for initiating requests for space, alterations, repairs,
and other services described in the reference. Chiefs of staffls and
divisions are alsc responsible for keeping to the absolute minimm
requests for services that require reimbursement to GSA and other
contractors, such as partition changes, telephone moves, installatlion
or movement of electricel outlets, and map and plcture framing. If
alternate officers are designated by chiefs of staffs or divisions,
their nemes will be submitted in writing to the Chiefy-Administwetive & ExX0
Stecff The—-Admintstrative Staff will-essume-responsibility -far the ~
Qffiee—of—tie Direeteor-of Logistics .

c. All Office of Loglstics components shall be responsible for continuing
surveys to effect efficient and econcmlcelyspace utilization.

GROUP 1
C-0eN=F=I=D~E~N=T=I-A-L | Excluded from sutomatlc
downgreding and
declassification
-
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3. PROCEDURE. .%?
a ,rRequests for minor bullding maintenance will be made by authorized Eﬁ
officlals, or Thelr destgnated alternates (as specified in 2b above), X
to the Space Allocation and Facilitles Branch, Logistics Services ;{
Division. Minor maintenance problems include replacement of electric §'
1ight bulbs, lesking radiators, termites, plumbing, and venetian g5 i
blinds repair. Gf“;f
b. Bullding alterations, including the imgtellation, removal, or re- y%‘
location partitions, shall be done only when operationdlly necessary Qh%:y“
and without-mgsard—to the souzrape-ef funds rolved, Each Xequest must '
be addressed to e—Bepuby-Dbi -Qm-- t for approva.l 4»'-/"3?}
he SRana rad wa o+ F 0 I . W

shewld— b8 10 e off. Requeégts for
alterations should be eXR ained in detail, inclu X2 the need for

alteration, location of tedgphone and electrical syséems, and plan
office layout. The Logistic\Services Division will fenish assistanke
in the plamning of office layoubg and telephone systems Upon request.

FOR THE DIRECTOR OF LOGISTICS:

Chief, Administrative Staff
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